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GUARD IT WELL 


If you're made “Custodian of the Cabinet” of precious office 
stationery and supplies, here’s what to do about it and how 


By F. HOPE FISHER 


71 | ‘ know about main 
t ing < Stat ery s yplies 
Supp the lay arrives when 
boss s \ t nake one 
sta y. H 
ts . \ ‘ t] ff ec al l 
2 s \ ed nN t! 
Wy ‘ ‘ s It you have 
n with t ! any lengt 
loing a go b, word of your 
ency may ve uC 1 the boss. Or 
s that day st happened to lik 
( fy ess or the way you 
e you ’ Maybe there wasn't any- 
else he uld appoint. It could be as 
B I i i M4 self to Nee 
. = \ k the in portance of 
I 2 w to keep supplies 


are employed 


a > ii a ‘ > ‘ 

lor ins ( is secretary 

b1 v b i tt d to y 1 

i matt Ol ¢ Irs On the 
tine i! Ss 1 1 \ rk 

irg¢ rg iZat whether 

sad parti ital s etary i 
2Tap I typist or Fen 


still a likely 


| 


e | 
is a golden opportunity. In 


s 


ing a good job, are un- 
i 


msciously bidding for more 


sponsible work 


you 


F, ONE DAY, you find vour 
elf responsible for stationery 
upplies, make neatness and ac 


cardinal virtues, for 


uracy 








t mut tie \ ] in it ec ft succeed 
Begin by becoming iwroughly familiar 
with your stock. As an aid, establish tw 
hles, so arranged that one acts as a cross- 
reference to the other. Nearly all sta 
tionery items have a stock number. Exam 

each item closely, find its stock num- 
ber, and then type a 3 x 5 card patterned, 
. } | 


This card goes into 
A second 3 x 5 card 
made like the 
It goes into your subject 
file. (See next page for illustrations.) 


your numerical file 


the same item should b 


me in Figure 2 


cards in your numerical file 
will be divided according to the prefixing 
letters. (Look at the list in Figure 4.) 

te the different letters: FF, FN, RP 
Within each division the cards are filed 
i! order. Your subject 
hle is divided according to the 

item. The PAPER 
includes all letterheads 
both internal and external, 


nd second sheets) 


' 
Strict numerical 


typ ot 


sec.i0on 


. “copy” 
paper (the kind with the word 
“copy” printed on it and used 
to mak of letters 
or miscellaneous information) 
whatever paper is used 
pap 

for hectograph copies, etc. EN 
VELOPES should include every 
type of envelop 


special copies 


tissue or 


tor carbon copies, master 


from the small 


NOV. 20—D®C. 16 coin size to the extra larg« 
Goal—14 Billion kind. You will need a MIS 
Dollars CELLANEOUS section, to 
$5 Billion from a sort of catch-all into which 
Individuals : : . 

to throw unclassifiable items 

Cc . or - . . 7? 
$9 Billion from [wo files like this will enable 


Non-Bank Investors 


you 


to identify any item 





stock. in fifteen s nds flat 





~~ 
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LET'S consider the matter of ordering, 


too. Suppose you work in a large 


tion. Each week you 


department for your requirements. Undoubt- 


edly there will be an 


ore 


send to the 


ler forn 


purpose, something similar to Fig 


you order, be specific 


desi ed, don’t say 


‘about” ; 


For 


give 


the 


the exact 
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not, then check daily 


FF 188 No nN © aval ible ? sj 1« In 
organiza- quire as to when you may expect the bal- 
stationery ance. If it is an item { which there is 

no urgent need, check the stationery de- 
1 for this partment periodically until it arrives. If 
ure 3 As it is needed S.A.P. (soon as possible ) de 

quantity termine if a substitute is available. If 


amount. Be sure the stock number is cor- rhe thoroughness vhich you know 
rect. Let your description be brief but the whereabouts of all material deter 
adequate. Be sure to order with discretion, mines your efficiency. If the iss asked 
~~ ae Poreman's Card _ 
Porema's card r SP 384 
Deseri ptica Sa 5, white, Figure . Descriptics = 5, white 
mechs of $0 1 Samples of Stock Rec- nee eS 
See Persons | ord cards (Numerical, a percume! | 
por-tee - Progress Report left — Subject, right } ,Pregrese Reports rr-.ag 
Desert ptias @ = 1, white and Stock List. Below, Deseripticn #11, enite, 
L sail pes one 
7 Order Form for requi- 
Prefect {on ti ° . - li a Figure oe Prodoction 
sitioning supplies. i 
, Figure 3 , — 
neither too much nor to secure for him 
* . . es -_ —_ —_ ———— . 
too little. At first it ORDER PO a rtain item and 
1s difficult to know Dept. ordering Mabr pate few _ 7, (74 ~ it 1j | not arrive 
; charge scoount /47 Delt sm for es 
the fasteoviasn 2 ............_ “ S i have, 
it . ¢ listela Qty. Ordered) Stock we. |] Description Qty. Rec'd. ‘ 1: a 
items, but a little } .—_. § ) = | —| iknow t did not 
- : “ i 3 pote fe ell Cask advance , : ss 
experience soon puts [pate | fre | — aa | i ee abic . 
you wise. Make your [sg~wce Te I when it mav be 
order form in du- \|4+ 12-25 see, Sonos + xpected. Say, “I am 
plicate. The dupli- F— T ] ] sorry Mr. Blank 
cate copy, which you | réered ty_ “Merny Jonse Stat y does not 
keep, is your aid in ave it in stock but 
checking the station- Figure 4 ises it for next 
ery in and spotting ire Thursday Never say 
incomplete items “T don’t ki " 
rr- 43 Pay change recommendation 
THC 67-A Interworks order instructions - 
LET’S pretend your 67-8 . . . 2 shte A WORD now about 
: 132 
order has been filled + your stationery cab- 
now by the stationery 335 oe inet (s Neatness 
department. As soon 4os- aS ae must be tl pass- 
&h5- “anceilation of ciaias 
as your carton arrives, word. If a ream oft 
do everything  pos- paper s carelessly 
. ~ PW «- ‘ 
sible to keep. other thrown into place, 1 
: oy in. . 2. aia tv on 
employees from help er ioe ia it is mauled by un 
} Ives ti 7 Petty cash n rds , Ou 
ing themsely es until 47 kr caring hands, do y u 
you have had an op- 192 Personal tracer alize just how mucl 
a . ° : 235 Trip expense sheet 7 . 
portunity to check it. $10 Telegrams that ream may have 
Here is an item: You to be thrown away 
ordered ten pads of “a's simply because the 
FF-188 and received sheets are. torn, 
° P @P-227 Planning sheets . . - 
only six. Mark the 328 Change of code classification eased, or soiled? 
—_ . . 60 Transfer slips ~ . ° 
quantity received in Such a condition is 
the appropriate column pure wastefulness 
in red. If the quantity received equals the There must be a place for everything and 
everything in its place—an old saw but 


amount ordered, enter that figure in black. 
incomplete 
After you have completed your 
check, call the stationery clerk and find 
out why you received only six pads of 


your 


This makes 


standing. 


items 


out- 


etc. on or 


an excellent one. 
Keep your stock in 
types of pencils, pens, 


1e shelf; 


all 


all 


erasers, 


related groups: 
pen points, 
kinds of envelopes 
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be found on every 
. Thi ud 
11S 11St 
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The stationery cabinet and its contents 


another; all production forms, cost number, as shown in Figure 5, or it may 
torms, etc. each in individual sections. An be by name, if you wish, made up from the 
ex ent plan is to label each shelf or sex cards in your Subject file (Figure 2). 
1 of ea sh to facilitate the quick Once you have established your file and 
ation of any ar- organized the sta- 
[his is es- Figure 5 tionery in the cab- 
cially valuable if cuostr #2 ets, there are only 
ive charg I wo things to keep 
veral cabinets —— a ye-320 in mind thereafter. 
tp Of me bm ew First, dispense all 
SUPPOSE yor 5* x @* plain cards P¥-2006 stationery yourself, 
. thre we possible, so that 
S I ts. O 26 shelf :< vp-162 ve-i? 1-426 you can be sure 
t t shelf ~ e a. — everything is han- 
et N ly nae’ a= ar-800 died carefully and 
i e following PP~2019-1 Pu-325 in watch the flow 
ms f material. Sec 
ls M shelf r Stamp pede rP-4.3 mal? be sure you 
3 te petmeine | Phisig a slways have enough 
» Tellow stamp ink FY¥-510 Nn) hand Check 
< Printers ink PY-560-7 ‘ ‘ 
f g cneckK 
S ath amelf:- Te107 PP 252-4 PP-1650-0%-2 
TB-107-a rP-252-8 RP=S 
R200 FP-252-C R10 . 
2 guides 1o-325 was “Street and 
‘ 99 
; ei Sth shelf:- B15 binders Kardex guides N umber. 
rein f, . oy Ape Kardex inserts 
: plein vo A folders Please 
second shelf List to be pasted inside of door) 
ntain reams IOGENES'’ 
f lettc ads search for an 
( Py,” tissu _ ete Figure 6 honest man was a 
Snell 9 may have simple one, com- 
all types of en- + TT | pared with that of 
\ s. Shelves 4 | | the expressman or 
1 5 could take | mail carrier in any 
1 production sizable community 
forms, suc is | rz —— who is called upon 
pads f order | — — to deliver a Christ- 
blanks, schedule re- mas package when 
rts notices of | th exact location 
completion. On the is not given 
edge of each shelf | ener By benefit of re- 
or section thereof | search into direc 
ste a label with | tories and the like, 
an appropriate it can be done, of 
guide word See -_ course, but time 
ure 6 —- does not permit if 
: the package is to 
FOLLOW this | arrive before the 
same procedure for | holiday. 
all cabinets. Then | To facilitate 
post on the inside prompt delivery, 
f the door of each | address your pack- 
ibinet a complete — ages fully and 
t of the items to — Ll completely — put- 
— — — ting address on both 


the back and front 
f package 
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SALLY TIPS DOT OFF! 


Beginning another series of letters from an experienced stenographer 
to her young sister who started on the job last year 


By HELEN WILKES 


Saturday Afterncon 


Dear Dot: 

Whatever do you do with your periods, commas, 
and the like when you write letters? Yo u certainly play 
Shylock with them, and your paragraphins is outrageous 

For a girl who always did well in English, you 
surprise me. But, what I'm wondering abo most is. are 
you carrying this habit into your office transcription? 
Surely you're not disregarding the commas and pericds 
the way a certain person in Europe disregarded boundary 
lines! Good English, Sis, has found its roots, and 
like family life, is here to stay despite passing times 
and occasional attempts to change good old rules 

If you are not sure of your grammar, get a good 
little handbook such as is used at most colleges, and 
refer to it constantly. Review of such ll sur- 


a book will 
much one forgets afte 


prise ycu. There is so 
school. 

Reminds me of a bear-cat I used to work for 
He formerly taught English at some small college, and he 
thought he knew it ALL when it came to English phraseol- 
ogy. One afternoon he was late in signing his corres- 
pondence, and a minute before quitting time he tossed 
a beautifully written letter at me all scribbled up, and 
sarcastically said, "Since when are they putting quot 


within quotes by the use of one mark?" 
Fortunately, I was ready for that 
baiter. I produced my Handbook of Composition 
pointed to the rule: 
"A quotation within a quotation i 
Single quotation marks; one within that, by 
marks." 


stenographer 
and 


is marked by 
y double 


Glory be--was his face beet red! Almost like 
the color it would be if I had actually Slapped him. 
Dot, it was salve to my constantly hurt pride to re- 
write that letter as it was originally, and gracefully 
give it to that fellow to sign. However, I never let up 
on my English reference book. I knew he was ever watch- 
ful, and I never gave him an opening for more cutting 


remarks. 
Affectionately, 


Sall | 


December, 


1944 








Ti 
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Little Sketches of 
STENOGRAPHERS and 
SECRETARIES at Work 


or “Why I Like My Job” 














/ Teachers and Directors: These 
sketches are recommended tor oo : : ; 
study and discussion in the ad- Pil st quest ve isked 

mn retar nd ofhe rain- t 6.8 £ ‘ 1 
‘ d secreta ‘ anc « tra 2 illed (ran interview Was, \W\ iat 
a asSes 
I ” ! ! useKeeper are you Since this 
1S t t m, it must be of im 
al 

rtance to all businessmen. I train my 
students to straighten the ofhce and to keep 
straight. I try to impress them with the 


My Work in a High School scott cal ecaeline seneadictie ie Ga 





Oflice the desk top and drawers systematically ar 
iged 
FHVeE most t It responsibility whi Although it is a delicate subject to tow 
falls to 1 s the training of students m, I sometimes find it necessary to make 
( s a plan suggestions conce 1 personal appearance 
sx ( r commercial leanliness and neatness. Another essen 
ts n sting 1 s take tial is the habit of cheerfulness As a rule 
t O Pract ea and employer likes to have a secretary who 
t irds gra xhibits a pleasant disposition. Every per- 
son who enters th fice is favorably im 
_ 
[HE students a illowed to straight pressed when greeted with a smi Gen 
very 1 practice 1 erally, such a trait is contagious. I cannot 
I \ es w to 1ii-spac stress ft » emphat illy what this will mear 
s} s that are t on the keyboard to students when they go into business. A 
g by typew scale id other pleasant disposition often wins a posit 
ngs that frequently they are t drilied 
n tl lassroom. Since they often d SEVERAL times during the year, classes 
t foll lirection refully, they usually from the Commercial Department com 
\ t thes ymMDOIS Ca tii o the office for Mimeogra Ie stra 
as \ irk this sort tions. It is quite a responsibility to pre- 
“ ' ‘ | Vt x ) iT¢ the c talks I icn Ces mus b 
, S the seve t s and explained to t tudents, tf many have 
ys isl t tt vould ver seen this ma e operate before 
" P t to p them One need not en ize t ames of the 
++ «ft } ” it v , ‘ varts rf th ma ine to < ‘ hint ‘ < 
\Mimeograph is an altogether new operation necessary to know them w giving a 
t se stu s Although at first they lemonstration I have to b p epared t 
ire usually afra f the M1 graph ma answer any questions the pupils may ash 
e, they y it after a little experien Of course, these are numerous and varied 
One person is delegated to re d all ab All confidential work I must take care 
. t ida hil \ f myself This consists of taking tele 
s have syst of filing explained phone messages, copying grades and per 
em a sometimes they sked t manent records, delivering messages t 
} ; nd . wchers. investigating abset f pupils 
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typing reports that go to the State Depart gures and symbols would be ex ent ex 
ment and to other schools, and writing let- perience f m. but. ste s are t 
ters. Letters are usually handed to me expensive to waste 


with notatians, and from these I am expect 
ed to write perfect replies MY position includes taking car 


money that comes int e e. I collect 
VERY frequently “rush work” to be typed count, and turn over to the school treasurer 
or to be Mimeographed comes in when I all money from ticket sales and 
have no helpers. This I must do myself. sources of income. Keeping the petty cas! 
Then, too, I do not trust difficult work that account is all the bookk ng that | 
must be absolutely accurate to anyone els required to d 
Such things as algebra and geometry sten Investigating absences is a very unpleas 
cils must be exact. Figures and numbers ant task. I do not like to catch our pup 
must be as on the copy or problems will “cutting” any more than they like me t 
not work out as the instructor wishes. The I do not like to have parents disappoint 
same holds true with chemistry work, in their sons or daughters. Nor do I 1 
where formulas are used. If students would to take complaints from parents when they 
follow directions, they could be trusted to ‘all, but the confidential s tarv must 
do this particular work. Practice with her duty—L. M 


One Up for Irvin 8S. Cobb— 
Two Up for the Court Reporter! 


Not “verbatim” here, but a digest of the “Digest’s” story 








FEW years ago there appeared in the graph office—not quite sur hat | 1s 

Reader's Digest a story written by going to do. The manag t! ( 
the late Irvin S. Cobb, world-famous handed him a sheaf of telegrams as s 
numorist. It was told on himself, and in as he entered—all from his boss la 
cidentally it paid a tribute to the court asking for a report of the p1 lings 
reporter. “What did you tell him?” inquired Mr 

Cobb. “Well,” repli 1 the manager, “as 

IN the early days of his career, Mr. Cobb I could not find vou. I got a transcript 
was a newspaper reporter, and one of his from the court ccmeuten ad out the whol 
first assignments was to visit a nearby thing on the wire Here it is Rath 
tcwn and attend several court trials that fong—over 4.000 words—but | 
were in progres One case he followed think of anything else t ; 
seriously and telegraphed his daily story 
to the newspaper for which he was work- MER. COBB read the report and, speaking 
ing. Everything was going along nicely of the incident later, he remarked My 
Then, one afternoon, the court adjourned heart, which 1 been a st 1 hitching 
early. Young Cobb thought he would visit post in the pit of my stomach, jumped 
the big city nearby. This he did, and stayed where it belonged—for it was a great 
overnight. Next morning he arose, strode story.” He continued, “It had everything 
over to the newsstand, and bought a local the oaths, every bit of testimony, t! 
paper. The headlines hit him smack be-  screams-and cries, the orders of the judge 
tween the eyes: he realized that this trip —everything. It gave a more graphic pi 
had been a mistake, for there had been a ture than I could ever have written.” [It 
night session of the court, specially called, was, you see, the verbatim report of what 


and sensational testimony had developed— had actually happened 
real front-page stuff. Later a telegram of congratulations came 
The train back to the town seemed to from the managing editor. The steno- 


crawl along, but he could do nothing. As graphic narrative had been printed in the 
the train at last reached the station, he paper as it came over the wire, and it was 


nm 


leapt off and made a beeline for the tele- the talk of the town' 1 4 R 














94 
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SECRETARIES I HAVE KNOWN 


Ever realize that the letters you write can reveal you to the 
other man’s secretary as clearly as the girls described here 


By CELIA DARLINGTON 


AVY acquaintance among secretaries is 
| an extensive one. It includes secre- 
taries from Maine to Florida, from 


Honolulu to Alaska. Shadowy figures they 


ire, but real to me. Some of them I could 
count among my friends; others have traits 


at would drive me to hysterics in about 
ten minutes. Some are bores; some, per- 
ps, geniuses. Some are generous, some 
Among them are the careless 
| hasty, the overcautious, the ambitious, 
2 absent-minded, the 
victims of routine. In short, my secretarial 
aintance represents pretty much a 
cross-section of humanity 
What is more surprising, I have met 


1 all without traveling, without so much 


is moving from my desk. They have come 

me from all corners of the country, and 

I have not had to be a Sherlock Holmes to 
vy and understand them. 


FAKE “ebc” from New Orleans, for in- 
stance. Here's a girl who likes to go places. 
In fact, she likes to so well that she has 
staying where she is long enough 

rk done. She hasn't bothered 
from his letter- 
he are two r’s instead of one. I 


get any W 


guess that, never stopping to remind 
rseli that haste makes waste, she has 
ished into the beginning of this letter sev- 
times, and the wastebasket was half 
when she finished it. She’s made a few 
eless erasures, and wedged a P.S. onto 

e bottom of the page in painful fashion 
She | more trouble holding the 
last inch of paper in the machine to get 
those few words onto it than she would 


e probably 


have had putting in a fresh sheet for the 
final paragraph. 

Oh, well! it’s a cinch she got out on 
the dot of five, anyway. She was in such 
a hurry she smeared a streak of nail polish 
lown the back of the envelope when she 
sealed it. I'd like to double date with 
“ebc.” She’s probably vivacious and a lot 
of fun. But heaven preserve me from co- 


operating with her in an office! I have an 
idea who'd find herself staying late to 
finish the other gal’s chores 


NOW “rk” of Chicago is a different sort 
entirely. She’s young and shy and almost 


' 13 


painfully conscientious. If there’s ever an 
erasure in her letters, you could never see 
it. She doesn’t give her readers eyestrain 
for lack of a new ribbon. If her chief is 
away, she never fails to acknowledge his 
letters with a stilted little note. “Yours of 
the ———— received in Mr. Jones’ absence, 
and hereby acknowledged.” She keeps Mr. 
Jones on his toes, I’m sure. He has a 
guilty feeling all the time lest he have 
failed his secretary in some important mat 
ter, such as not answering a letter as soon 
as she thinks he should or not keeping a 
firm enough eye on his engagement pad 

[I BELIEVE “rk” is overcareful because 
she is not always sure of herself. She is 
afraid of informality, of the friendly ap- 
proach, of the simple, human attitude. It is 
evident from her letters that she would 
never say “begin” instead of “commence,” 
yr just plain “letter” instead of “communi 
cation.” If she’s writing the letter herseli 
she'll take the long word every time, even 
though she may slip up in spelling. She 
shows her caution by the way her letters 
are spaced. They're jammed at the top of 
the page for fear there may not be room 
at the bottom. With experience she'll cor- 
rect this. Every time there’s the slightest 
change in the trend of thought, “rk” has 
started a new paragraph, even though this 
may not logically be necessary. She's 
thrown in far too many commas, too. 

I’m not worried about “rk,” though. She's 
young and she’s interested in her work 
What little difficulties she has now, she'll 
outgrow. I hope she isn’t too nervous, 


however. “Take it easy, ‘rk’,” I'd like to say 


“Relax, and don’t be afraid to laugh once 
in a while. We're all human, you know, 
even during our eight hours a day of office 
work.” (Continued on page 182) 








RE’S another not trom “lw In 


remem 


ber she is a secretary, too. and actually 
WOrTkKS Ifo s ly M (x ird ] tr t 
it is. Sometir tl Mr. Gerard has 
told he Ha e t S¢ itine matters ft 
n And t ave to tell he tw 
Chis is splendid up to a point, and “lw 
is no doubt a wonderful Girl | iday. But 
I think it has s ct id a little 

She’s the oppos f “rk many ways 
He letters if \ torn ve € ¢ 
ta x. a \ ives ft iTISW 
my boss's S pretty npletely. But 
I someti s t she doesn't go i t 
t » Tar I} C times W S take s 
it upon self to discuss matters of policy 

i\ iring lt letai s ot } 

vork. Iw ( Mr. Gerard w 1 always 
ipprove o s? It’s almost possible t 
get to v the secreta | detenses 
sO we I y never know And he’s 1 

I I sv witl cont ences ind sales 
ilks ve): to the workings of the office 
setup. However, there are times when ij 
[ were “lw,” I'd want to be pertectly sure 
< my authority before I made important 
statements and signed them. And ii I felt 
like committing myself thus, I think I'd 
ipply f i xecutive positi 

N WwW \ Ss con pet I | k \ re s 
seldom a mistake 1 detail—but I think 

Ss taking on more than she ca arry 
“hes pusning hers« Yes Wa S ] can 


it trom her 


ven tell 


re typist, but she’s in such a hurry all the 


time she doesn’t press down firmly on th 
shift key. Result: All her « ipitals are about 
in eighth t an inch above the Unim 
ortant, but perhaps a psychologica! indica 


By mail 


‘lw” is a good friend of mine. | 
think we would have fun lunching together 
or going to a show. But I hope | 

have to be her roommate. Sh 


neve! 
©\s so bossy 
she'd never let me have a thought of my 
own, much less express it. 


THAT'S only a few of my circle of secre 
tarial friends. | introduce y 
dozens more, and describe them in 
besides. But y 
now, thinking of your 
pondents and the amusing glimpses of their 
personalities that they unconsciously type 
out for you from day to day. Perhaps 


could uu to 
detail, 
u're probably too busy by 


Own varied ¢ rres- 
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youre wonde 2 what kind of impression 

u make on people you have n ver seen 

some dis t y. I] w I am, and I’m 

going to see if | « t discover some of those 

little ks of i cre lvsell that need 

x y < et } ; sorhe 
iv—tom w! 


OAT Quiz 


By BORIS RANDOLPH 


, , ' 
id . 
ited The idea sf to fill 1 the re- 
: , , 
maining letters a ding to the dehnition in 
. 71 , 
each Case Count < i nt for each rignt 
answer, and ext l t ol 
piete the test 121 ess 


De FINITIONS Worv Reguiri 


Academ ) \ l 
2 A verbal or 


-_ 


eake {) i 
} 1 begi ) \ 1] 
5. A raft OA] 
A di rat ) \ | 
7. M mentous ) \ I 
‘ \) ture {) \ ] 
Le head over 
heels O \ I 
) | . } (>) \ | 
ll. Sa S 


I read-browner (>) 4 | 
20. Unlikeness 0 fe 
21 M de | gti () \ ] 
22 Ih erate {) \ | 
23 \ tuber (> \ | 


4. Forbearing 2 A-7 

5. Knowledge O \ 7] 

26. Sleeping O A-T7 

27. Psychic O-A-'] 


28. An agreement 0 \-] 
29. To bind in a mor 
way {) \ | 


30. Live together O-A | 

1. A telephone girl O A 7] 
32. Knowledge ot the 

woods © \ | 
33. An attack ) \ | 
34. Extreme disgust 
5. A bosom friend 0) \ 


Continued on 
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S N \\ | 
That's what is possible with the hundreds of speedy forms 
in the closing lessons of our Manual. Practice them well! 
in the closing lessons of our Manual. ractice them well. 
By JANET KINLEY GREGG 
WOR se who began their shorthand y - 
; " . Gad ( ; So a » v2 
work in September, the time has ar ec F 
rived when they can begin to teach ( 
emselves. Eac verson knows best where anterior, decline, include, paragraph, postage 
, , , selfish, su rt, horten, su on, ability, ten 
s wn individual weaknesses in writing —— “eee Nat ny » eee 4 . 
: ; : acity, analogy, authority, qualification 
what things cause him to hesitate, what 
vs ire t Cita in nis mind Th = 
; OF course, it is a great p in writing 
s n acher will be abl » point ou ‘ ' 
s , ’ any \\ rd if the word is tami lar, r at 
iknesses in any student's writing, : 
} ' Cas nw? ” to I wi | you navy 
s « ri 1! K 2 sugecs ‘ , 
evel neard a certain wW eTor yo 
os t ( I anv taults tha ' . 
. , ' ave not only the probl building a1 
t can b wut, since each indivi : . ’ : : 
‘ j ‘ tiine for it in shorthar 1 Split sec 
. ent is nt in some ways f1 ' : < 
, , 11 Ss time, Dut this is 1 nd 
r students, ea me will have t 
tie indicap 1 retainin gas Ss sO Is 
i st s own particular 
vy and strang y the same time 
( sses am vidually towar , . ‘ : 
g then sing the continuity rt t a 
not knowing the mea re the wor! 
PH »> I t iZs esentatio - d 
‘ ’ a tke lhe more words you know, the easier wil 
y of expt s for sj g up t , ; . 
é ’ your work; you can t trate o 
* & words \\ iS that Cause : a a 
the shorthand without < sly rn 
great i t e to many writers : benesae 
— ; : es 2g yoursei!l with what t ¥y mea 
ive \ Ss c St C pidall 
2 a the word is familiar, et 
pL idVa AS t S Tt rms p 1% 
‘ ; ‘ er Chance that it will De tak < 
( eginnings : : 
. R . P ' ectiy, even if the writer is V seen orf 
RS ») lil 2” ic Vik . 
ritten fi PS rt and outlier ; ‘ . , 
g certain prenxes ifftixes, thre : ; 
: : ‘ in if the word itself is new 
and er makes s play of su 
~ 5 é cis ; j , , I 
?, agricn NOTHING can be writt rectly tha 
7 f f ] ‘ 
, , od f . is not bec ard correctly so the <« ! 
h " 1) ‘ ; rp) ‘ 
spe J i {raj nand of a large vocabulary is a great ass 
st but a tew xam] s s an int the s thand writ Ul >€ is q 
ting experiment to write these words likely that, even though you do know many 
ut using the disjoming devi¢ an €X words, you will come across some in di 
riment that alw ays engenders in the heart tation that are < mpletely new and strange 
t the experimenter a warm and everlasting to you 
iendship tor the disjoined e/i s, agris Fortunately these can always be writt 
ations, et syllable by syllable, so that, in transcrib 
By making use of this devi a” disjoin ing, the sounds will all be there and t 
ng, many of these long words are mor spelling and meaning can be looked up 
aisily written than they are spoken—it is But no writer can afford to have to do this 
case of being able to write so much with viten, for it necessarily slows the writing 
little Take these quick, easy forms, process. This forces the writer to a speed 
example beyond his capabilities in order to catch up, 
with the result that mistakes may occur it 
O o , succeeding sentences, as you Vv no douht 
_ ? Y / ilreadv discovered for yourst li! 
/ Continued on page 184 











184 


words that the 
Chink 


forty-one dail 


IT is not only in the long 


economy of shorthand is evident, 


of being able to express the 


feregt sounds into which phonetic writing 


is divided, by the use of only three 


elements—the curve, the straight 
the circle loop Without proportion, 
this econon would be impossible P por- 
tion makes it possible t se three different 
lengths of a rv i straight line to ex 
press three dift it sounds, suc is 00 
n, m, men; t, d, t But ## 
propor s disregarded, then all the econ 
my affected by its use is destroyed; the 
curves, t straight lines, and the circles 
en l S the lel t $$ a Cause esl 
tat n reading 
’ 
rry practicing these strokes and words 
until you ca ike the distinctions easily 
ind rapidly 
2 e] . B c — nN 


é 74 o_ 4 

STROKES—a, m, men-mem; t, d, det-ded; sh, 
ch, j; 60, k, g(gay); o, r, 1; s, p, b; s, f, of th, 
nt-nd, mt-md; th, ten-den, tem-dem; this, def- 
dev-tive, jent-jend-pent-pend; ¢, a; fi, oi, ow, 1; 


ag, nk. WORDS—énee, may, many; eat, add, 
added; she, each, age; kit, gate; red, lad; sip, 
pass, ebb; say, fee, eve; theory, aunt, empty, they, 
deny, timely, diffuse, gently, foil, soil, mouse, 


muse, utilize, Friday, sing, sink 

Once the shorthand student realizes that 
the simplicity of shorthand—the ease with 
which it can be written and read at high 
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speed—depends upon accurate proportion, 
he will become a proportion enthusiast, as 


an expert shorthand writer has to be. 


PROPORTION is one of the first things 


we talked about at the beginning of the 





course It, like all the shorthand learned 
lay by day, has constantly been in use as 
the lear process went on. The value 
of establishing good habits early grows in- 
creasingly evident as the time approaches 
x the development of speed. The student 


work will 
Those who 


who resolved to be neat in his 
that resolution. 


gain smooth, easy, flow- 


x 
/ 


ng outlines, to develop a tast get-away 
stroke, now see the rewards of their labor. 
/ 


Che Brief Forms mastered are paying ther 


way as timesavers in every sentence writ- 
ten, and the habit, gained early, of writing 
simple phrases is now an invaluable asset 


By now you should be writing these as 


they were single words—all in one piece, 
kes, This 
recurring 
n and again 


’ > - . ] ry) ¥ ' 
yuentiy Practice them agai 


without a pause between the st 


a 
> 


up of phrases you 


ntil they become automatic 


« y 
y y 
¢ 
7 , > 
a) wa Lv 
% © “ @ 
o™ — 7 
ro ? . “i s , 25 ) 
) 
( > 
é { A 4 / ) 
V / < é 
‘ d 
> cg” 
A iA 4 


4 

in the, at the, to the, that the, and the, and 
that, into the, into them, that is, that it is, that 
will be, they are, they will not, | am not, I will 
be, he will have, he was, he is, he can be, we are, 
we will have, we can go, of you-r, by the, for 
the, to be, I have, from the, of this, may be, 
would be, of all, his, there is, there 
are 


for you, of 


AS one success breeds another, so shall 
we turn with increased vigor and enthusi- 
asm to the shortcuts presented in the last 
lessons of the Manual—the analogical word 
beginnings and endings, the principle of 
intersection, the frequently familiar abbre- 
viations for common geographical names, 
the outlines provided to go with figures, 
and the many excellent phrases listed. 
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| Speed Contractions for Common 


Words and Syllables 











y > A 
gr £ ww" ¢ at 
( ( ‘ = J . 4 . 
S : ‘ oe zx yrs JA 
> : , oe i" 4 oe ¢ . 
7 > ,) C 5S ¢. 1 6° 4 > 
ee eee, ee ae 
4 — > il yy F x \— 
) as ( ( 
) Ss ) LAA B ( C / 
y - > —~ A - 
| ) / 
C / \ ( 
21 ie 24 G tie \° ~ CG Ce’ é 
( C 2 
Le my) ~ - > 2 j >Y i a t Co. 
/ Ss ( ( 
) aa... = 
Modif ons=-ur tand-stood| 2 -§&% C7 C / 
( j f 


~ 
\ 
F 
Dx 
J 





} Ce —"F 
Cor: C | 
P } f 2 
lepar ( Yi 4 ¢ ? . — VF 
a 4 
Phrase Vv yy C A 
) Vi, ry, " “ 
C1 <... , ¢ = é 
W774, » | 
( Ly gy < ~ Q»y tr 
< 
2 ? > v4 - ) 
4 2 € / vz Ce 2. ¢ ¢ ke 
—_— g 
ame “BG ; . Pr . . ( ro 2 4s ‘A 7 
. g ; 
> ¢ ’ 7 Y, )) ( ‘ ‘ 
29 -<m « ee ae — , 
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f Word-Beginni 
> vi 2 | y . » - 
Review o ord-Beginnings 
C 
In the order of their presentation in the Manual 
re Cc c “ay c 
° Cc ° —rTCy, 4 —_ 2 a 
c 7 < Oo -_ ” - 
= ) 
—_. — ¥ a e > —— ey LV. r ee) = 
é -? 9 J s 
2) : 
ae, 4 . ry-~- ~ — ) \_- -_ = ] L- -_ 
q™ / - 
, . a” 47 
< - y= ~ 
a “ , c 4 4 ed VV, 7 c —. 
. — \ 
= ge = — cor ™ —- > oO o> y y as 
Y/Y oc &f , 
ae | ~~ f 
y >) 4, ~~ | 0 J 
a 4 . - gc -, y J) 7, 
com = 5 ~~ ~~ ~ a” 
Tins a 4 fw | 
ry - — 
=» a = en a iwy —=Z _-) ‘ —z 
he A * : 
aor 
coun =. ~ ~ ~y —_— eo . bs 2 
e 1) C4 C—, 
” I0|A g : 
Cog - 8 32 - < rre,. > 1] ‘se 9) 
Poa! —~% a v4 
U/ 0?) L 2) Pe 4 a a =a C a 
A _— ‘we aeill & = : 
¢ d+ “A 
a ee 
_ 7 a 
2 s 
—— ‘ yr =? W- e@ ) ; 
2) s< ) ) > 
ee > . \ ie > “— y yr AOD 
‘ - a! 9 
| ) ) = ) . > 
” +f 4 < iore 
= . nes — r r 7 f 2 
( — / 
- ( ) ) ‘ ) ) 
em - — - — ae p Il ~ <.. \ 
( 44 Ff \ me - * 
———» I ieee “ jai ul 2 5 > > l - * 
fo Zero - 
—_—_—— ——— + —_——— —_—_— —_r75 ” + - . & 
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< Pa) 
° ° . ° . + 
a a... a, Q«< oo a idecl- u ie _ _ 
| < <’ 4 
| ° 
/ > | incl- 
+ there/ 4 ‘ 4 4 < = —ag Sm 
wag A, A we 
y ° y 7 a ° 








Stith-s~ multi 
—>_ y <z , a - ivi d —Q_ 
. ; —_—»_—s — 2 a? 
2 -« 2 - 
£@ centr-, center ‘ - Ce a 
* 2 Z | ( ( 
« Pp «© > — | pere —-~ , 
——— ¢ 
- 
; 4 4 < .) . 
ontr-, counte! ™~ «=P «4 +———~ C7 @ post 


> > >» =) — ~ X % 7 a -_ —_ FP ee 
+ > - preci- os > 
Cr «© 
tr-, de « . self, circu, circum / / yj 
v—O—-— “~ 
cO “7 “7 distr-, destr- Ret a 
4 € sf 4 
ra ‘ 1 4 s 
. = < 7 C . a > 
I ( S “~ > => 2 grand ....+-- d= 
) - a 
_ = Q > < — ] ) 
* Stre, sle t 1 ‘ \ — wa — S!I orl, 








ie) dew ae ° 
97 
/ 
99 9 9 9 / / 2 
ae), 4 —_ 4 oo Za super, supre, lt 
c ) iy, 
94 —4 , ) 2 P 2 ( 
zintr-, inter,enter, a Sf ‘ —z 
C — — a ‘e- eee 7 / , | f 
> ( os P susp-, suscep — -Y 
; a 
— Yo —~ “Ei t= &§ f s/f j 
. ) ( instr- -—- —Dp- yr 4 4 / 7 = 
: . ( > 3 
“— —— 7 ae j a “ 
— sr ———r_ CG — trans ~@ ayY oY 
4 Y Z 
ee ae , 
oo 5 Zz 
etr- a A ¢ TD? ale a C “ . 
— = ‘4 ft ot T,TT) cr a 
— ry restr- ._ — a |- ey —y FHRASES: ~ 
2 2 
a — 1 al = —_ v a a 
-_Y —_ ant- ( r “ad ie 
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Drill on Speed Contractions for Common Words and Syllables 


FIGURES: $5, 500, $500, 5,000, $5,000, 500,000, 
5,000,000, $5,000,000, 5 Ibs. (or £5), 500 Ibs., 





5,000 Ibs., 500,000 Ibs., 5 gallons, 5 barrels, 5 
bushels, 5 feet, 5 cwt., 5 o'clock, 5 feet, 5 
francs, $00 francs, $8.50, 5 cents, 5 per cent, 
five per cent per ann a dollar, a pound, a 


million, eT hundred. several hundred, 






i dollars. a thousand dollars, tew 


several rdrea a ia é a' 
thousand dollars, a hundred thousand, dollar and 
a quarter, dolar a ij a half, dollars and cents, 
dist, 22d, 24th, 8 | n dollars, 4 square yards, 
E | 7? . } - ; 
20 square feet, 12 square in ie cubic yard 
3 hundred m 
wo! P ur =e ee | 


understood, we understood, I understand, I do 


not understand, misunderstand, thoroughly under- 


stood; Du» av ne, has as « 
will be done, would be done The ker t 
better than, sooner than, rather than, nearer thar 
greater tha ater thar taster t grN t 
tell us, write s, t t t s, mail us, 
wire uS, a w s, t Ss. & } us; 
Department: credit g d t 
ment, { using d ting « t 
ment; Modified phr ce at 
any rate, | always, & t as 
lows, whole lot ne another, day's sight, do you 
know, great pleasure, your rder, first class, 
whether or not, at ali events, t some extent, t 
a great extent, to such an extent, at the same 
time n ther words, once n awhile, in my 
opinion n the first place, as soon as possible, 
as a matter of fact, on ac nt of the fact, over 


nd over again, long past due 


INTERSECTION: A. D., A. M., P. M., C.O.D., 
price list, list price, vice versa, bank draft, order 
blank. Associated Press, Democratic party. Re 
publican party, political party, Baltimore & Ohio, 
New York Central, Michigan Central, Illinois 
Central, endowment policy, Grand Trunk, selling 
price, market price, Union Pacific, School Board, 
member banks, curb market, stock market, Great 
Britain, enclosed blank, General Manager, Assist 
ant General Manager, bills payable, bills receiv- 
able, profit and loss, Board of Trade, indemnity 
vy, Canadian Pacific, Northern Pacific, appli- 
ation blank. bond and mortgage, chairman of the 
ard, Federal Reserve Board, Board of Man- 
a toard of Management, commercial paper, 
a nt current, chattel mortgage, certificate of 
Board of Education, 


Chamber of Commerce, Gregg Shorthand. 





deposit commercial draft 


VAME TERMINATIONS: Harrisburg, Peters 
burg. Fitchburg, Newburg! lle. Zanesville, 
Evansville, Knoxville, Pittsfield, Plainfield, Fair- 
akefheld Winfield Davenport, Newp rt, 
rt Lockport. W amsp ort, Oxford, 
1, Milford, Bedford, Stamford, Kensing- 
Arl ‘ Burlington, Stoning 
Birmingham, Nottingham, Johnston, Charles 
Johnstown, Charlestown, 
Winchester, 


New Albany, New I lon, St. Albans. St. Jo 








seph, Santa Barbara, Santa Fe, Santa Cruz, 
E.lsworth, Leaver t 

[This drill includes material from Gregg 
Speed Studies as well as from the Manual.) 


Review on Word-Beginnings 


OVER: over. overlook, overtake. overcoat.overthrow, 


ght, AFTER 


; 





overcome, ver iTk veraue vers 

afternoon, aftermath, afterdinner; EVERY: 
ever bauly, every tT c c yw c » v ryvgay, 
UNDER ander, understanding, under e, under 
stood, underneath, underline, underwrite, under 
wear; CON: confess. confer, conform, convention, 
convey, convince, concrete, connote; COM: com 
pel, combine, compare, comparison, companion, 


compound, common, ce, command; COUN 





county, council, c : intenance; COG cog 
nizant, cognizame; AGR agree, agriculture, 
ageravate, aggressive, agricultural; EN: envy, 
engine, endeavour, energy, engage, engineer, ef 


joy; IN: infer, indeed, increase, insist 
insert, indebtedness, inch, incomplete; UN: un 
seen, uncertain, undecided, unfair, unwilling, un 


like, unpaid, unpleasant, unaccountable; EM: 





embrace, emphasis, employ, employee, employed; 


IM: impel, impression, impress, impulse, improve, 
important, impossible; EX: examine, expense, 
example, exact, exceed, excess, exciting, excited, 
exhibit, expert, expect, explain, explanation, un 
explained, unexpected; PER: per, perhaps, per- 
mit, perform, persuade, permanent; PRO: proper, 
process, promotion, promise, prove, profit, pro- 
fession, profound, project, proportion, provide; 
PUR: pursue, purchase, purchaser, purple, pur- 
pose; BE: below, beneath, besides, begin. began, 
behave, behavior, belong. before, beforehand, be 
hindhand; DE: delay, debate, deceit, decision, de 
press, depart, descend, delight; RE: repair, re 
sign, reform, reason, reasonable, reception, review, 
revise, replace, repent, reconcile, recognize; DIS: 


discover, dispel, dispatch, display, dislike, dis 





xrace, dismiss, discharge, discontinue, disease; 
MIS: mislaid, mishap, misery, mischief; FOR 
forget, forgive, forgotten, forgot, f fortnight, 
fortune, fortunate, forever FORE foresee, 
foreig forer forearm, forerunner; FUR: 
furniture, furt furlong, furnace; UL: ulster, 





ultimate, ultimo; Al although, almost, almanac, 
alternate, alternative, already, .all right; SUB: 
bmit, substance, substantial, substitute, subside, 
subway, suburb, sublime, subchief, subjoin, sub- 
editor, subhead; ANY-: anybody, anyone, any 

anyway; HERE hereafter, 
herein, hereinafter, hereinbefore, hereon, hereto, 
heretofore, hereunto, herewith; THERE-: there 
after, therein, therefore, therefrom, thereon, there 
to, thereupon, therewith: WHERE-: whereabouts, 
whereas, wherever, wherefore, wherein, whereof, 
whereon; SOME somebody, somehow, someone, 
sometime, somewhat, somewhere; WI7TH-: within, 
withstand; CENTR-, CENTER: center, central, 
centialize, centralization, centrifugal, concentra 
tion, eccentric; CONTR-, COUNTER: contract, 
contrary, control, uncontrolled, contribute, con- 
trast, counterpart, countersign; CONSTR-: con- 
struct, construction, constrain, constra ned, con 
strue, construed, reconstruction; DETR-, DETER: 
detriment, detrimental, deteriorate, detract, de- 
traction, DISTR-, DESTR-: destroy, distribute, 
distribution, distra.t, distraction, indestructible; 





where, anyhow, 








ELECTR-, ELECTRIC: electric, electrical, elec- 
trolysis, electric light; EX7R-, EXTER, EXCL-: 
extra, extreme, extraordinary, exterior, extricate, 
il extricable; INTR., 


eX. iUusiV exclamation, 
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INTER, ENTER, INTEL-: interest, interesting, 
enter, entered, entertain, interfere, introduce, in- 
telligence, uninteresting, disinterested, misinter- 
pret; INSTR-: instruct, instruction, instriment, 
instruments, instrumental, uninstructed; RETR-: 
retreat, retract, retraction, retribution, retrieve, 
retrogression; RESTR-: restrain, restrained, 
restrict, unrestricted, restriction, unrestramed; 
ANT-: anticipate, anticipation, antagonize, ante 
wedent, anterior, antique; DECL-: declare, declar 
ation, decline, declined, declaim, declamation; 
INCL-: include, includes, incline, inclination, in 
clined, disinclined, disinclination, inclusion, in 


-lusive, inclement; MAGN-, MC: magnificent, 


magnitude, magnify, magnet, McNeil; MULTI-: 
multitude, multiple, multiply, multiplication; 
PARA: paragraph, parallel, unparalled, para- 
mount, paradise, paralysis, parasite; POST: post 
age, postal, postmaster, postpone, postman; RECL-: 


recline, reclined, reclaim, reclamation, recluse; 


SELF, CIRCU, CIRCUM: _ selfish, unselfish, 


self-confident, self-interest, self-control, _self- 
contradictory, circular, circulation, circum- 
stances, circus; GRAND: grand, grandson, grand- 
daughter, grandmother, grandfather; SHORT, 
SHIP: short, shorter, shorten, shortage, shortly, 
shortsighted, shipshape, shipwreck, shipyard; 
SUPER, SUPRE-: superintend, superior, super- 
vise, support, supreme, supremacy, superb, super- 
sede; SUSP-, SUSCEP: suspect, suspected, un- 
suspected, suspicious, unsuspicious, suspicion, 
susceptible, suspend, suspense, suspension ; 
TRANS: transact, transacted, untransacted, 
transaction, transfer, translation, transport, trans 
fix, transit, transmission, transmit. 


PHRASES: extra discount, enter the, enter into, 
over the, under any, under consideration, extra 
fare, short time, center line, agree with you, 
grand time 


OAT Quiz 


(Comcladed from page 182) 


36. 1 part of ten hundred --O-- A--T- 
37. Acandy sweetmeat -O--A-T 

38. A red vegetable -O-AT- 

39. Inharmonious ----QO--A- ih 
40. Haughty... --O-A-T 

Correct ANSWERS 

1. schOlAsTic 21. elOngATed 
2. COmmunicATion 22. ignOrAnT 

3. OrATor 23. pOrATo 

4. OriginATe 24. tOlerAnT 

5. OAT 25. infOrmATion 
6. OrnAmenT 26. dOrmAnT 

7. impOrtAnT 27. clairvOvAnT 
8. pOrtrAiT 28. cOntrAcT 

9. sOmersAulT 29. OhlicATe 
10. cOntAcT 30. cOh AhiT 

Il. fOrecAsTle 31. OperATor 
12. resOnAnT 32, woOderAfT 
13. ObbligATo 33 Ons! AuchT 
14. bOgArT 34. jOAThing 
15. OsculATe* 35. OnfidAnT 
16. cOmbAT 34. thOnsAndTh 
17. cCOmplicATe’ 37. fOndAnT 

18. cOmpAcT 38. tOmATo 

19. tOAsTer 39. disc rd AnT 
20. cCOntrAsT 40. arrOgAnT 
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Information Desk 





Don’t you often have questions to ask 

about the work of secretaries, stenograph- 

ers, typists, or shorthand reporters? Why 

not send them to Information Desk, The 

Greeg Writer, 270 Madison Avenue, New 

York 16, N. Y. A letter is not necessary, 
a postal card will do. 


Ww 


}. 1 would like to know if it is correct to use 
the word gotten, and, if so, how it should be 
used.—A. B. 


Gotten is the older form of the past par- 
ticiple of get. Got is now preferred. Gotten 
is correctly used, however, in such expres- 
sions as “ill-gotten wealth.” 


. 

2. I em often asked if “aren't I” is correct. 
I always reply emphatically “No! Yet many 
well-educated people use it, giving the impres- 
sion to students that it is correct. Please in- 
form me what is right.—Mrs. B. W. 


Webster labels “aren't I” a colloquialism. 
Also, grammarians do not indorse it as cor- 
rect. However, as you say, many persons 
of education and culture use it in order to 
avoid the somewhat pedantic “am I not.” 

As usage determines the acceptance of a 
word, eventually—perhaps in the not too 
distant future—“aren't I” may take its place 
along with other words formerly branded 
as colloquial but now in good standing. 





ie We should like to know when it is preper 
to use “sometime” and when you use the twe 
words “some time."—L. G. 


In the adverbial sense of an unspecified 
time, sometime should be written as a solid 
compound, as “Come over sometime.” 
Write the words separately when some is 
an adjective and time is a noun, as in 
“Please take care of this when you have 
some time.” 


1. Several of the “bosses” in our office sign 
their letters “Yours very truly,” while the bal- 
ance of them sign “Very truly yours.” Which is 
correct? I have heard that Government officials 
are the only ones who may use “Very truly 
yours,” while businesses should use “Yours very 
truly” in their correspondence. 
Is there any rule governing this?—P. L. 


We have never heard of any rule limiting 
the use of the complimentary closing “Very 
truly yours” to Government correspondence. 
In fact, “Very truly yours” is the most com- 
monly used complimentary closing in both 
business and Government correspondence. 

“Yours very truly” is almost as common- 
ly used in both types. 
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Know Your Materials 
Ry HELEN WATERMAN 


asers that won't erase, or pencils that 
wreak easily. In large corporations and pub 
ic othces, where such supp Sa lered 
nm contract quantities, the best quality ma 
terials are provided as a matter of cours« 
Experience has shown that buying on a 
rice basis alone is poor economy 
Bout > , thices © hose leat 
‘ pure 5 arb > «ft ( Is ’ 
‘ n flu tvpewrit bons and sin 
ce eq t entirely up to the stenog 
ph Ofter girl 1s just out of school 
es t k what was handed her by 
e teac t and she has 1 standard 
alnes 
I} t i t you Vou i Vv 
lecide what to buy’ You might, of cours 
isk tl advice t the clerk in the ttc 
supply store. That is better thar oosing 
it random, although the clerk may have 
very littl mmprehension of your particu 
ir needs. You might even be encouraged 
» buy whatev line gave the store t 
st pro tT 
trying out a variety of brands ts educa 
tional, but takes time and may waste y 
mployer’s money. If you can join a club 
# business girls, you will profit from their 
idvice. Taking the judgment of a singh 
person is often risky unless that person is 


1 rienced. 


both competent and expe To fol- 
low the lead of someone who uses certain 
brands for no ison except that she has 
ilways done so is rather a case of the 


blind leading the blind 


THt leading manutacturers of office sup 
lies and equipment advertise in the na 
ional magazines You can keep abreast 
%t the latest improvements by reading their 


nites 


ads regularly, and direct inquiries will 
bring additional advertising matter on what 


Your em 


you 


ver particularly interests you 
would probably appreciate it if 
his attention any 
that 
in his business 


ployer 
would clip and bring to 
such advertisements you found 
especially adapted to use 

Form the habit, when you have a spart 
ten minutes left on your lunch 
browsing through the office supply depart 
Watch 


were 


hour, of 


ments and seeing what is available 
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ly 


lal the peup l LICE Vilat 
, 
supplies are used in ot thces that yo 
visit Don't hesitate to ask what are t 


good points of any particular brand; peo 


ple usually are flattered to be asked for a1 
Oiten they will not only 


pinion answet! 


your question but show you other short 
uts and improved methods that thev have 
i 


Tscoyve cr 
(And one day folks may be asking what 
m earth you use to turn out such perfect 
kine work 





Good for You. Boy! 


Many another G. |. Joe is reporting 
the same experience 
“Gets A Jos™ 
N I isted man wl » Can take 


hand is hard to find in the Army ranks 
Inspector General at a Sout 


short 


So when t! 


Pacifi post heard of such a man, 


kirst Class Edward l Kelly of Kin 

derkamack Road (Ora 1] N ] , Sol o 

Mrs. Anna Kelly, | kly grabbed hin 
“Kelly, who arris cently with a n 


contingent of troops 
the Dwight Morrow 
Englewood and arned his s 
Pace Institute i 

“He worked in the Traffic Departme: 
f the International Nickel ( In 
New York, for five years before ent 

the Army in December of last year. H 
lett tor 
ceiving his basic training at Camp Robi 


son, Ark.”—Berg E72 » Record 


overscas 


rr . P 
PHE writer remembers this Corporal as 


a left-handed writer who made his 120 
graduation; and, although his daily wort 
lid not call for the us f shorthand 
was finally able to use it mited w 

In a recent letter, Corporal Kelly say: 


“During the last few months, I have taken 
testimony and office and was su 
prised to find that I did fairly well at it 
Further in | rporal Kelly say 
‘Through my knowledge of shorthand 
have met many people and lis 
tened to many thril but I can 
not tell you of them yet, they will have t 
wait until I get home and the War is n 
more. The position I now hold and the pro 
motions I have had were due to my 
ing something about shorthand and clerical 


| 
mis ietter, 4 


interesting 


ling stories 


' 
KNOW 


duties Tt 1s Serving me wurell | q j 
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Who'll win these School Cups and the First-Place Medal this year? 


COME ONIN I DARE YOU TO! 


Show us what you can do, Greggites one and all! With this 
challenge the 32nd Annual O. G. A. Contest is opened 


By FLORENCE ELAINE ULRICH 


T tl Reader, this 1s where we get WE want this year’s Contest to reflect the 
lown 1 1 good hard practice! nterest, enthusiasm, and effort of our 
It is 1 s \ is going t riters in every city, town, and hamlet in 





t 2g “4 writers 1 «¢ y < 

this Contest. S ll up your sleeve the United States, Canada, and as many 
%k to your ink pots, and let's begin! ther countries as are able, under wartime 
\ about the Internationa estrictions, to compet We are eager 
O. G. A. Contest last month. It is by tar to bring you together in one of the most 
largest shorthand event in the world stimulating and friendly competitions held 
Prior to the War. there were 30,000 stu in any profession. It isn’t enough that 30, 
ts and st grap S tak part in it (00 students and shorthand writers should 
nnually, and Contest specimens have beet compete. We are urging every Greggite 
ceived frot almost every country o1 te practice for and submit his specimen 
urth. There have been as many as thi in this year’s O. G. A. Contest! Why? Be 
en countries represented in one event cause there is a great move on foot for 
It isn’t only stenograpkers and the teen national and international good will and 
aze youngsters in school that participate 1 favor. I can think of no better way fot 
his event, either. No, indeed! Our oldest young men and women to become inter- 
contestant was a professional man 78 years ested in one another than by uniting ther 
young. Our youngest—but who brought efforts to bring about a higher standard 
that up? Young or old. vou're welcome’ f skill and production in their own pr 











192 


fession, and by comparing the results of 
such earnest endeavor with that of thou- 
sands of others also trying to improve their 
skill 

The O. G. A. Contest offers you many 
fine prizes as tangible evidence of the suc- 
cess of that effort—yours for the winning! 


’ ~ . . _* 
THE Contest opens with this announce- 
ment. Your ability to write the copy on 
this page with fluency and accuracy of 
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sion. Contest papers entered as a team 
are rated for Individual awards as well as 


for the School prizes 


EVERY shorthand student and stenog- 
rapher interested in bettering his or her 
status in the profession should begin at 
once to practice for this Contest. Fifteen 
minutes a day will enable you to turn out 
a very creditable piece of work by the clos 





formation is all that 
is required to earn 
membership in the 
world-wide Order 
of Gregg Artists. 
What other awards 
you capture will de- 
pend on the skill you Ly 
develop. But regard- 
less of prizes, this 
striving for perfec- 
tion of outline has 4 
two very real and 
permanent values to yr ae ~ 
you: It increases the 
legibility of your - 
shorthand, thereby : 
iabling you to tran- a 2 
scribe more rapidly 
and accurately; and 
it increases your 
shorthand writing A > 
speed. Those basic — re 
skills are required of ( 
a good stenographer é r “z 
or reporter, are they 
not? oOo 


EVERY shorthand a 
student, stenogra- 
pher, reporter—every ae 
writer of the sys- 
tem who has not pre- an 
viously won first 

7 
place — should enter ’ ) 
the O. G. A. Contest 
this year! Teachers 
may and should par- 7 
ticipate, too, There 
is a separate Teach- sS * . 
ers’ Division, with 
copy of their own unin OC ul 
(see page 195). If 
you are in school, 22> GAL 
submit your paper 
with those of your Ye 2? 
classmates for entry 


Service Leads 


ing date. The value of such practice will 
be obvious to you 
as soon as you have 


embarked upon this 


QO. G. A. Contest Copy schedule and main- 


tained it for a few 
weeks. Every bit of 
shorthand writing 


to Success 


you do will show 
PR, , 
a improvement aS a 
~ result I this extra 
ctlort Perfection of 
; i shorthand writing 
style is not difficult 
vf ‘ 
7 1 I t carnest, | 
y 
) ( severing student 
= <—_- X or + 
, 
al } Li [ me _ whisper 
ve Mo something to you 
? This is the BIG- 
= GEST year in num 
; ber of readers now 
, er taking» is maga- 
zine that we have 
re ver had! You may 
hue / -_ , . 
= be one of our many 
new subscribers 
yourself, reading 
about this Contest 
C 4 ; 7 for the first time, so 
[ am urging you “to 
’ waa - In up 
; In fact, you see, 
Co Png vou really can't fail, 
a because even if you 
) - : 
i de not earn one of 
~ “ 


the lovely certificates 
Wr prizes, your prac- 
tice for a_ perfect 


writing style be- 
Cs ih tween now and the 
close of the Contest, 

ae © t March 15, will re 
sult in a marked 

—_ wage improvement in your 
notes. This practice 

C aI. on the Contest 


Copy will make a 





in the School Divi- cnet 


- aun (Continued on page 194) 
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ANNUAL QO.G. A. CONTEST PRIZES 


Contest Open Until March 15, 1945 


Ten entries or more are required to constitute a school team. Members 
of smaller classes are eligible for the Individual Prizes offered. 


GRAND SCHOOL PRIZE 


ONE HUNDRED DOLLAR WAR BOND to the teacher of the team scor- 
ing highest of all three divisions, together with the MAGNIFICENT SIL- 
VER SCHOOL TROPHY, engraved with the name of the winning school 
and to be held by it for one year. When this cup is won by any school three 
times, it will be retained by that school permanently. If more than one 
teacher is represented, Bonds or Stamps will be equally divided. For in- 
stance, if there are two teachers, each will receive a $50 War Bond; four 
teachers, a $25 War Bond. War Stamps will be awarded instead of a Bond 
if a better division can be obtained. 





Every team (ten or more students) entered in the Contest will be put in com- 
petition for this Grand Prize. The school winning it is automatically taken out 

















of competition for the First-Prize Trophy im its respective division. 


SCHOOL AWARDS 


Identical awards will be made in the three 
school divisions—the High School and Col- 
lege Division, the Private School Division, 
and the Parochial School Division—except 
that the cups shall be of different design. 


First Place. SILVER CUP engraved 
with the name of the school and to 
be held for one year, and a TWEN- 
TY-FIVE DOLLAR WAR BOND 
to the teacher of the team winning 
first place. 

If more than one teacher is represented, the 


money prize will be divided, and the 
award made in War Stamps. 


Second Place. SECOND-PRIZE 
BANNER to the school and a copy 
of the GREGG. SHORTHAND RE- 
PORTING COURSE to the teacher 
or teachers of the winning team. 


Third Place. THIRD-PRIZE BAN- 
NER to the school and a copy of 
the GREGG SHORTHAND RE- 
PORTING COURSE to the teacher 
or teachers of the winning team. 


Veat Five Places. PRIZE-SCHOOL 
BANNER to the schools, and spe- 
cially made GOLD AND ENAMEL 
O.G.A. PINS to the teachers. 


HONORABLE MENTION CERTIFICATES 


will be awarded to each school submitting 
a team qualifying with a score of 50 or 
better. 


INDIVIDUAL AWARDS 
First Place. Gold O.G.A. Medal. 
Second Place. Silver O.G.A. Medal. 


Third Place. Gregg Student Pen, 
and a specially made Gold and 
Enamel O.G.A. Pin. 


Next Five Places. THE GREGG 
SHORTHAND DICTIONARY in 
miniature, autographed, and a spe- 
cially made GOLD AND ENAMEL 
O.G.A, PIN. 


Next Ten Places. AMERICAN 
READINGS IN GREGG SHORT. 
HAND autographed, and a specially 
made GOLD AND ENAMEL 0O.G.A. 
PIN. 

Next Twenty-five Places. A YEAR’S 
SUBSCRIPTION TO THE GREGG 
WRITER and a specially made 
GOLD AND ENAMEL O.G.A. PIN, 


HONORABLE MENTION 
1,000 GOLD 0.G.A,. PINS will be awarded 


to the writers whose notes rank just below 
those of the prize winners. 
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rett student st phe \ ) yitered this y I ) t 
sn’t that worth the effort? And if 3 1 then, R re forget t 
, 4 \ S Id b | t c ( Start t t i I i t 

i the ousa beautiful prizes that are {; 1 Luck 


lustructions Governing Prepa ‘ation of 
Contest Papers 








, - 
i Ar y go00c | ins | c . ° 
ae ; : Rating of Notes Submitted 
sled, may be used. (Special O. G. A. Test 1 ae é J 
per is available, a sampl« f which may be |] I HE rating of a s team is has 
u mn request } j 
l t Percentage of 1 =» euiesteted fees af 
2. Pen (preferably) or pencil may he used nd students 
3. Write at the top of the paper your nan ». Percentage of | ge 0. G 
f e 1 idress: and ; as j t ft Me ership sta 
na uddress of y Stat t Percentage of M 
ou | 0. G. A “ 
4. Only one | y I 4.8 lemer ‘ 
contestant, but the Contest copy 1 previou Honora Ment 
I practiced for the t Ss e « testa 5 Add 
able to write ae 
abl ¢ t Junior student meriting ( A. M 


S. Mail Contest entry t The G g Writer Certificate 


Rules for submission of Clubs of specimens 
from School Teams 





EAD thes letails, because they sen or nN 
important to correct entry. Underline Divies relay ms to | Pinedrenr Pos 
the instructions that apply to your own club ene echeol, although the <i beg rnigpthany Phos 
teac] sn } ' 

1. An O. G. A. Contest Blank, properly filled representing the scl S Is having fewer: 
out, must a mpany School Contest Clubs. This than ten students ; } may enter them f 
blank will be published nthe January News indivi ] aM i 4 t es a 1 
Letter, or will be mailed upon request of the mati enters +} I sl Class 
teacher accompanied by a stamped addressed ‘ 
envelope. A Contest Blank is not required for 6. To rate contestants pr y, teachers must 
an Individual entry It is to be used in con state specifically whict ntries are from J 
nection with School Clubs only students and which from Seniors A Junior 

shall be a student in the first year of a tw 

2. There is no fee charged for Contest entry ear y who shall } 
but if the papers are to be considered for the had not more than five months’ instructior 
O. G. A. Membership Certificate als the club rivate school r in ntensive one-vear .rse 
should be addressed to the Membership Examiner Reviecu students or postgraduates must be en 
and the usual regulations for Membership appli tered as Seniors, regardless of the length of time 
cation complied wi Papers submitted for Con they have been in the s from \ h ther 





test only should ! 1ddressed to the O. G. A nter the Contest 
Contest Committee 


; 7. Individual prizes wil awarded on the 
3. The Contest closes March 15, 1945, and merit of individual papers, regardless of whether 
papers that reach us on or before that date will they come separately or in a school clu 
be considered. Results will be announced in the 
- ere lo rena he Conte ~. " : ; 
June Grecc Writer. No report on the Contest [he Contest Committee is composed of 


will be made (except mailing of prize awards lol > . 
awé ir obert ( ro net ley revo 
and certificate report on Membership Certificate ; 1 Robert rege, Janet Kinley Gregg, 


applications) other than that in the June Greco Hubert A. Hagar, Guy 5. Fry, and Flor 
Writer. ence Elaine Ulrich. 

4. Nothing should be used for Contest entry v 
but the Contest Copy published on page 192 (or REMEMBER THE CLOSING DATE—MARCH 
in the case of teachers, the copy on page 195). 1S—AND GET YOUR ENTRY IN ON TIMB! 
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Teachers’ Division of the O. G. A. Contest 


Grece Wrirer. 
Fourth and Fifth 
XO) ©) }? he 
ATION 
lassroom 1s 
: , 
\ TK 
in comm 
airs, or Wl 
( ol S¢ 
| 
rt : 
I ra 
+ R 
> \ 4 “ 
> a\ 
r 
O. G. A. ( 
Copy along 
< st ents 
y g them 
tne task 
cting thi 
= t ‘ 
stvle st s 
+ 1<¢ «ft? iT. 
‘ ! ts a 
_ ? + {} 
ea s 
mm teachers 
\ good sl 
< ess 
e ft s 
I i 
WE chose t 
\ irs \ t 
excellent 1 
shorthand 
) ius the 
ictice lively 
1 gets tl 
is in this ¢ 
one has time t 
better fluency 


TEACHERS’ 
> First 
Second Prize: 
Third Prize: 


Prizes: 


PRIZE AWARDS 


Silver Loving Cup < 
Gold O. G. A. Medal 
Silver O. G. A. Medal 


Prize: 


American 


Readings in Gregg Shorthand autographed by 


Dr. Gregg, and a Pearl-Set O. G. A. Pin 
v 
RA Teachers’ Contest Copy ~Orrect al 
( . makes pertect dle 
ike KEEP COOL velops b auty and 
f iol ; we 
rae By Walt Mason a yl a ” 
any lo get things done and do them right We recommend 
vice should be a gent’s endeavor; and he will that every profes 
keep that scheme in sight, if he is sane and sionally minded 
, clever. To do things right he needs his shorthend teacher 
that head, and all the cogwheels in it; and he who has not pre- 
will move with steady tread, nor waste a : : 
golden minute. He knows that vain and viously won hrst 
u frantic haste is evermore a blunder; it’s place in the Teach- 
ny energy thais gone to waste, and effort gone ers’ Division sub- 
s to thunder. Each man is gifted with a head, mit his own notes 
although he didn’t choose it, and if with in the O. G. A. 
ntest winners he would tread, he’s simply got to Contest this year. 
wnis use it. And he should keep it calm and he teacher's entry 
a cool, so he can see things clearly; his head amet ten wirieten 
should be man’s trusty tool, and not a hat- , fo ee 
” rack merely. The horse that paws around _— the copy given 
per in pride too often proves a fizzle, while nere 
wn Dobbin, with his steady stride, goes on —_ 
¢ through sleet and drizzle. Keep cool, what- HE Teachers 
iscid ever be the stunt that is your toil demand- Division of the 
ing; keep cool, if you would reach the Contest will be 
o the front and have a “Who's Who” standing. en to all bon 
The teachers, and 
e many hundreds to student-teachers § attending norma 
t 1 specimens received schools and colleges, except first-prize win- 
annually ners of other years. The specimens, which 
rt 1 writing style is of must be pen-written, will be rated just the 
t | te I same as other O. G. A. Contest entries 
He w can demonstrat 1 fluency of execution, correct formation 
should be written adds f characters, proportion, slant, and spacing 
struction. Students are quick but the standard will be much higher 
member what they set Any teachers’ entries should be mailed 
separately from those of the students, and 
addressed to the Teachers’ O. G. A. Con- 
e Teachers’ copy for this test Committee, The Gregg Writer, 271 
ynly because it afford Vadison Avenue, New York 16, N. Y 
t for practice, from a They, like all other entries, must reach 
anship point of view, but us by March 15 
py has a “lilt” that may make 
1 interesting! “The early IN addition to the above prizes, to each 
n” is literally what hap- teacher whose notes rate just below the 
test. The more practice prize winners and who receives the Cer- 
1 the Contest Copy, the tiicate of Proficiency with Honor, will be 
ind artistry is developed wwarded the Deluxe (Costinued on page 200) 
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December Transcription Practice 
(341 Standard Words) 


LV — 





’) , fe 4 Oo eo 
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December Test Material 


[All clubs of test papers should be accompanied by a typewritten list of names to expedite 
checking and insure accuracy in making out certificates. December copy is good as member- 


ship tests for O. A. T., C. T., and O. G. A. until January 15, 1945) 


Senior O. A. T. Test 


INSTRUCTIONS: The test this month is in two parts. (a) Type the copy given in the Junior 
test. (b) Type the following rough draft tabulation problem, which contains the Tables mentioned in 
the Junior test. Arrange artistically under the general title “Facts on the Pacific War, Geography 
and Logistics Problems.’ State at top of first sheet time taken to do complete job—typing, Proof 
reading, making any necessary corrections. Minimum Office Standard: Satisfactory copy on first writing 
in 20 minutes. This can be accomplished by student having a typing speed of 40 words « minute. 


we ” 


Ma 


ae 


pom Shite Tope H J 


35°00 


— vs» 2000 Dr ankle 


Suarne cae Gent Statute Rilre 
Shancle « wees 4,700 


Dheratri te hanila.. 1,000 

cm “a Com Suk 
ai wessee f, 000 te “Warika.. G06 
eo ni G 00 fo honwr To Yrantla.. 1,100 


eee foeena _ te ~ I, 500 
Ae, 


Meapoone 9. Creendttn 2.0/6 egrets 
CombaX Vepiched.-. 325,008 FOF" (o 


29 
g 0 Vehicles $5,568 5, 00° > te 
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Competent Typist Test 


Use double spacing in typing this test 


To find the gross number of words you write, divide gross number of strokes by 5; then deduct ten 
words for each error to get net words written. Divide this by 10 to determine the net words per minute 
The number of strokes is indicated at the end of each line in order to facilitate counting the gross 





number of strokes written 


Strokes 

It is literally true that consumers have the power 51 
of life or death over every business enterprise. They 106 
decide exactly what products shall be made and who 157 
shall be permitted to make them. They decide what 208 
form of distribution they want and which storekeepers 262 


shall remain in business. Consumers decide what kind 316 
of advertising there is to be, for in making their choice 374 
of brands they reward certain advertisers and punish 426 


others. 435 
Who are these all-powerful consumers who daily 
write the destinies of business? They are the man and 
the woman with the buying dollar—the voting dollar. 591 
They go to the business polls every day of the year, 44 
casting their vote-dollars with the butcher, the baker, 70) 
the automobile maker. They vote for the products 
they like and for the companies they approve. Some : 
advertisers succeed and others fail. They lay their 854 
claims before consumers, and the consumer dollars 904 
decide. There is no recourse and no appeal. No amount 960 
of fancy theory can change the simple fact that the wi 
consumer is the boss, and always will be, so long as 1065 
we safeguard our system of free private enterprise. 1118 
Consumers are not a special class of people. You can- 117! 
not classify our population under the divisions of 1222 





capital, labor, and consumers. Each of us is a bit of 1277 
all three. Everyone who has any savings, prorerty, or 1332 
insurance belongs to the capital class. Everyone who 1386 
works for pay belongs to the labor class. And every- 1438 


one who buys things belongs to the consumer class. 1490 
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Strokes 

Practically everybody is a consumer, except the child 1545 

who is not old enough to run to the store for candy. _—159 

This makes it clear why there is no such thing as ___ 1049 

all business being on one side of the fence and all con- 1704 

sumers on the other. But for each individual business __ 1759 

the consumers are well defined. They are the customers __ 1815 

and potential customers. There are a million separate 1870 


businesses, and their many groups of consumers criss- _1922 
cross and overlap. But in every individual case, con- 1975 
sumers control the fate of the business that depends 2028 
on their patronage. This fact is the very essence of 
economic freedom in America. In several other countries = 2139 
the governments determine what products shall be 2188 
made available to consumers and which business con- = 2238 
cerns shall survive. Under such conditions the people = 2293 
lose essential liberties and normal progress must stop. 2350) 
The American way is the better way. Here itis upto 2404 
every business to please consumers by its own efforts; 2459 
to produce the best goods it can, and to advertise them 2515 
to the public. This is the way of progress, the way to = 2571 
higher standards of life. So long as the consumer is = 2625 
| kind, America will always be free. 

A long time ago there was no advertising. Every 2710 
| man with something to sell had to tell people about it = 2705 
personally and individually. This was not a great 281¢ 
handicap in those days, for no one had very much to 2868 
sell. But as soon as large-scale manufacturing was = 2920 
begun, it was necessary to find a way to tell many — 97! 
people about products, and to tell them quickly and all 302 
at one time. To fill this need, advertising naturally ss. 
developed as a universal business process.—-Excerpts 
from Short Talks on Advertising, Prepared by the 
Burea. of Researchand Education, Advertising Fed- 
eration of America. 








Repeat tram the hecinnine uaptil end of the ten-minute test period 
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Grecc WRITER 


(Concluded from page 195) 
leather-bound. 


monogrammed Desk Pad, 


A Certificate of Proficiency will be 
awarded to each teacher whose notes 
qualify, 

The O. G. A. Membership Certificate 
will be awarded to all teachers (not al- 
ready members cf the Order) whose notes 
meet the O. G. A. standards but do not 
qualify for one of the higher awards. 


> Junior O. A. T. Test 2 


INSTRUCTIONS: Type the following copy, 
arranging it artistically on one page. Center main 
head—Geography Poses Pacific War Problems—in 
all capital letters. 


PACIFIC DISTANCES. Generali 
Douglas MacArthur declared his inten- 
tion to return to the Philippines. He 
has returned! This makes Table I, show- 
ing distances from certain areas to Ma- 
nila, particularly timely. 

Timely, also, is Table II, which adds 
to our knowledge of the vastness of the 
Pacific that poses supply problems for 
our Army and Navy. Distance is a lim- 
iting factor of logistics and there are 
others which have to be considered. 


BASIC LIMITING FACTORS. Here 
are some of the basic limiting factors, 
aside from distances, mentioned by the 
director of operations, ASF. He point- 
ed out that limitation begins with the 
capacity of ports in the United States 
to unload freight from trains and trucks 
and to load ships. Another limiting 
factor is that of transport. We can’t 
send more supplies overseas than we can 
carry. A further limitation is the num- 
ber of naval escort vessels available to 
convoy. There is also the capacity of 
the overseas ports to unload the ships, 
to take into consideration. However, 
perhaps the ultimate factor may be the 
capacity to clear supplies from the port 
area to depots and to the troops beyond. 


INVASION PROBLEMS. Ships have 
to be scheduled to reach a dozen dif- 
ferent places at a precise moment on a 
designated dawn, prepared to unload 
personnel and specified items according 
to a timetable. Men and munitions and 
other supplies have to be put ashore at 
prescribed times despite enemy action. 
The problem of providing sufficient 
supplies for a force of 250,000 men—a 
moderately large invasion—in the initial 
landing and to maintain this force for a 
period of 30 days, is a large and com- 
plicated one. From 5 to 10 tons of cargo 
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must be landed for every soldier who 
hits the beach. These supplies include 
700,000 different items from needles to 
tanks. Table III shows the needed ton- 
nage, classified as to kinds of material 
needed, a total of 1,889,900 tons in all. 





Junior O. G. A. Test 


{ll the World Away 
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Make a Beginning 


\ ANY a poor, idle, erring, hesitating 
5 human being is creeping his way 
through the world, who might have held up 
his head and prospered, if, instead of putting 
off his resolutions of amendment and indus- 
try, he had only made a beginning.—Olive 
Gathergood. 
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The GREGG WRITER ROLL of 


HONORABLE MENTION WINNERS 





In addition to receiving the award, Honorable Mention is given in 
these columns to the students submitting the five best tests in each 
group during the previous month. This is a noteworthy honor for 
which every student should strive. 


masuiss AF 





SHORTHAND 


OGA Tests 
Junior OGA Test 


Betty Steward, High School, 
Sedan, Kansas 

Marienne Kopp. 
School, Luverne 
sola 

Rita Dupuis, St. Anns 
Academy, Rawdon 
(Montcalm) Quebee, 
Canada 

Peggy Allebach, High 
School, Souderto Pe 
lanisa 

Ruby Clise, West Virginia 
Business College, Clarks- 
burg, West Virginia 





High 
Minne- 


OGA Mempersuip TEST 


rtle Schmalz, St. Mary 
High School, Menasha, 


Wisconsin 


M 


Donna Durst, Frankfort 
( umunity High School 
West Frankfort, Illinois 
Shirley Plach. Hich School 
Teaneck, New Jersey 
High School 
New Jersey 
High 
Ohio 


Thelma Myers 
Pleasantville 

slakley 

Bellaire, 


suzetta 
School 


Junior Shorthand 
Speed Tests 


60-Worp Sprrep 
Margaret Fox, High 
School, Hampton, lows 

Roberta Vaillant, High 
School, Hammond, 
Indiana 

Gloria M. Hilton, High 
Schoo], Wells, Maine 


Marian Hoodmacher, High 
School, Wharton, New 
Jersey 

joan Hayes, St Ambrose 


High School, Detroit 
Michigan 
80-Worp Sperep 


Norma Wells, High School 
Brazil, Indiana 


Patricia Brawley, St. Jo- 
seph’s High School, Oma- 
ha, Nebraska 

Ruth Deal, Kent State 
University, Kent, Ohio 

Nettie Hartung, McIntosh 
Haverhill Business Col- 
lege, Haverhill, Massa- 
chusetts 

Anderson, High 

Blue Island 


Nancy 
School 
Illinois 


Complete Theory 


Marilyn Butler, High 
School, Albany, Missouri 

Rita Kroll, Catholic High 
Sehool, South Bend, In 
diana 

Catherine Albright, Catho- 
lic High School, Wil- 
HMamstown, Pennsylvania 

Helen Johnson, High 
School, Windsor, Vermont 

Jean Azar, Washington 
High School, San Fran 
cisco, California 


Senior Shorthand 
Speed Tests 


100-Worp Sprep 


Viola Williams, College of 
Education, Great Falls, 
Montana 

Justine Vitale, Mount 
*leasant High School, 
Providence, Rhode Island 

Marilyn Walberg, The 
Washington School for 
Secretaries, Newark, New 
Jersey 

Marian Scheiwe, Crescent- 
Iroquois Community High 
School, Crescent City, 
Illinois 

Janet Hinckley, 
School, Gloucester, 
achusetts 


High 
Mass- 
120-Worp Srerep 


Univer- 
Mil- 


Edith D. Vollmer, 
sity of Wisconsin 
waukee, Wisconsin 

Dolores Rash, St. Augustine 
High School, Chicago, 
Tilinols 





TYPEW RITING 


OAT Tests 


Junior OAT Test 


L. Edward Foreman, High 
School, Laramie, Wyoming 

Margaret Barrett, High 
School, Beloit, Kansas 
Antoinette Schulz, St 
Katharine Commercial 
High School, Baltimore, 
Maryland 

Christine Stelzner, St. Al- 
phonsus Commercial High 
Sehool, Chicago, Illinois 

Ruth Forrest, High School, 
Hammond, Indians 


C. T. Progress Tests 
30-Worp Sprrep 


Rosella Schatz. High 
School, Marshtield, Mass 
achusetts 

Marie Janocha, High 
School, Waukegan, Illinois 

Robert Smith, William 
Penn Senior High School, 
York, Pennsylvania 

Marilyn Stirewalt, High 
School, Clinton, Massa- 
chusetts 

Mariealice Dixon, High 
School, Santa Clara, 
California 


40-Worp Speep 


Alice Schroeder, High 
School, Washington, 
Missouri 

Mary St 
School, 
braska 

William Madonna 
School, Louisville, 
rado 

Betty McLellan, Girls Cen- 
tral High School, Butte, 
Montana 


Clair, High 
West Point, Ne 


High 
Colo- 


Senior OAT Test 


Braun, St. Boniface 
School, Phila- 
delphia, Pennsylvania 
Marion Powers, St. Joseph's 
Academy, Portsmouth, 

Virginia 


Klara 
Business 


Competent Typist 
Speed Tests 


50-Worp Sprep 

Julia Capodieci, Interboro 
nstitute, New York, 
New York (59 words, 0 
errors) 

Margaret Russell, High 
School, Barton, Maryland 
(57 words, @ errors) 

Doris Gravatt, K. C. Col- 
lege of Commerce, Kan- 
sas City, Kansas (56 
words, 0 errors) 

Sarah E. Lanier, Webb's 
Business Institute, Lake- 
jand, Florida (54 words, 
0 errors) 

Dema Jo Prussman, High 
School, Oregon, Missourt 


words, 0 errors 


60-Worp Sprep 


Grace Cornu, Heald’s 
Business College. San 
Francisco, Californig (68 
words, © errors 

Eleanor Platt, James 
Rhodes High School, 
Cleveland, Ohio (63 
words, 0 errors) 

Margaret May Collings, 
Joplin Junior College, 


Ford 


Joplin, Missouri (60 
words, 0 errors) 
70-Worp Speep 


Carolyn Hunt 
University Cc 
Missouri (78 
errors 


Missouri 
lumbia 
words 


Jean Bixler, John Harris 
High School, Harrisburg 
Pennsylvania (74 words 


l error 
80-Worp Sreep 
Kuth E. Tressler. Lower 
Mahon Townshiy 
School, Dalmatia, Penn 
s ania 82 words, 0 
errors 











THOSE TROUBLESOME DIGITS 


Figures seem simple to write, but if they've proved a “haz- 
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ard” to your speed, too. you ll welcome this practice plan 


By CHARLES LEE SWEM 
Official Shorthand Reporter, New York Supreme Court 


NI] f¢ . <¢ lexing | J aeme Id not think ; ot y 








> ‘ _ > Ss « i i 
t | t is t > t > x 
\ t Ss t \ ( iTK tt yuble liv ter Ss \ e the 
s \ s \rabs l ts ‘ S y delve 
L222 4 53 67,8 % vriting ¢ to b g \ t yroduc- 
nN > «i > t , ‘ S¢ ts ‘ = i T 
\ t lly translat n . cated tails t at 
1. They t selves is formu that ar t ine its 
y shorthand wract bs f va I. ‘ most A 
vis besides, they ehily stuff, and b S S t shou 
! vit port i { \\ I es less 
I l att short shane i 
d tt ic ; ‘ é 
are ( that they a i t 
To overt this k to some extent 
rar 
ve do translat n into shorthand in a PHE skill necess this type « 
Sta SWI € Ss gg we ¢ S¢ n I t gZ al t Ss cor 
i brief, distinctive phrase hus, instea oO iry s act I 
tf employing the digits, we use the briet ‘ cont 1 il 
and distinctive shorthand outlines for on t reporter usually ites, « g 
or two two r ti ree, three or four, fou) iates i 1a] ill ts a | Sts rT « 
or five, nine or ten, and the fractional modities, does not fit m to write f 
phrases of one-half, two-thirds, and three pages at a time fast testimony in whic! 
quarters, as well as the more commonly gures predominat Most reporters, | 
used combinations of figures that lend fear, have never n iny special effort 
themselves to that most important of all to become the expert in writing figures 
speed expedients—phrasing that they have in wrifmg-shor:hand. Most 
ee ive 1 pe y pot cx px i 
ANY sequence of short outlines that must ence for this type of skill, feeling that fig- 
be written separately, without the saving ires, after all, are figures; that we hav 
relief of phrasing, becomes both a mental been writing them mucl nger than we 
and a manual hazard requiring the highest ive been writing s thand, and there 


possible skill to overcome. The shorter the fore know them better in we do ou 
individual outlines, the greater the hazard shorthand It is a comm n complaint 


This hazard is tremendously enhanced among writers that hig s are hard to get 


when figures are involved, since figures have when they are spoken fast, because once 
no context and slide off the mind into’ the writer gets behind t speaker it 1s 
forgetfulness if they are not caught and impossible to catch up again—there is n 
fixed instantly. Most expert writers can context to help keep figures impressed on 


permit themselves to get from fifteen to the mind 


twenty words behind a speaker and yet rhis is quite true. One cannot get more 


not lose a single word, but it is only by than a very few digits behind and be cer- 
the rarest concentration that a writer cat tain that he makes an accurate report. The 
suffer himself to lag even three or four way one can report figures accurately is 
digits behind a speaker, without transpos- always to keep up with the speaker and 
ing or entirely forgetting some of them never get behind more than two or three 
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From a Judge’s Charge 


\ page of notes taken by CHARLES E. ZOUBEK in a Negligence Case 


Transcript given on page 206 
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suspect, sounds like an 
ove! of the problem, and yet 
I believe it is a very simple solution, pos- 
sible to any writer. For, be it realized, 
I am not now speaking of shorthand speed; 
the Arabic 
writing 


digits. That, I 


simplification 


I am 


speaking only of writing 
t all been 


numerals that we have 


since our kindergarten days 
The writing of figures, after all, calls 


simple fundamental skills 
the manual ability to form the digits fast 
enough, 

both of tl 
gree in many people who are not shorthand 





and the other, concentration— 





vem abilities found to a high de- 


writers and who may not possess the other 
qualities requisite to shorthand skill. The 
point I make is that if this skill is not to 
be found in the average competent reporter 
it is because he has never bethought him- 
self of the necessity of practicing on or- 
dinary, everyday figures 

I BELIEVE I can best illustrate what 
can be done in the writing of figures by 
reciting a p Once upon 
a time, I could write 280 words a minute. 
Indeed, not to be too modest about it, I 
quite early found no difhculty in 
writing at that speed, so long as the speaker 
confined himself to But when at 
high speed he wandered off the beaten 
track and got into figures, I would in- 
variably experience that most annoying 
shorthand malady of not being able to 
keep up. Surely, I thought, I should be 
able to write figures as well as shorthand, 


ynal experience 


great 


words 


for weren't figures just as brief as short- 
hand, and I had certainly written enough 


of them to be able to write them as fast 


and fluently as any shorthand character I 
knew ? 
The fact turned out to be that I had 


written them as much as I 
shorthand, and that was why 
I could not write them as rapidly as I 
could write shorthand. On an inspiration, 
I got out the stop and, writing 
nothing but figures, repeating from 1 to 0 
over and over again for a full minute, 
I discovered that, although I could write 
280 words a minute in shorthand, the best 
I could do on figures was 220 words a min- 
ute. Recovering from my surprise, I re- 
cast my shorthand practice program and 
began from that moment to spend a large 
part of my daily practice effort on figure 
penmanship. The time came when I boosted 
that 220 to 240 words a minute, and there 
I remained for quite a long period. 


not actually 
had written 


watch 
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PARTLY because it was one of those 
natural speed “ruts” that all writers get 
into, I remained at that speed, but partly, 
also, I discovered, it was because 
was a mental hazard in the writing of fig 


there 
ures which has its counterpart sometimes 
[ Chis 
found I had 


in the writing of shorthand hazard 
iad to do with the figure 5. I 
great trouble at high speed in getting past 
the figure 5 in any which it 
curred. All the other 
exception of the figure 4, 

with one continuous stroke of 
that totally irrelevant tick that 
tu complete the 5 was a source of confusion 


Sequence 1n 
digits, with the 
were written 
the pen, but 
was needed 


that disrupted all my efforts to increase 
my manual speed. 

Writing as I was at th 
of which [ was capable, completely auto- 
matically, that tick f 
totally out of character 
the digits, very often sufficed in my sub 
conscious mind for the figure following it, 
with the that I would omit the 6 
This was bad enough from the standpoint 
of accuracy, but the fact that the 6 
omitted would register somewhere in my 
mental machinery. Immediately an at- 
tempt would be made to « the error 
by inserting the 6 else, the 
whole process throwing me into a mental 
tailspin and hopeless confusion 


speed 


rr the », so 


extra 


with the rest of 


result 


was 


orrect 


somewhere 


THIS mental hazard | elim- 
inated by adopting a character for 5 which 
omits the tick, and writing the figure more 
like a shallow capital S. This character I 
found to be both 
The immediate result was to increase my 
writing speed of the digits about five words 
a minute; but, more important 
was no more mental or coordinating hazard 
left, and with further practice I eventually 
succeeded in raising my writing speed on 
digits to 280 words a minute 

I must confess that I did not reach this 
speed immediately but, by continuing to 
practice figures for the next several months, 
I overcame both the manual and the psy- 
chological hazard involved. 

The writing of figures must be learned 
as shorthand is learned, by systematic 
repetitive practice. Because they are not 
a shorthand problem, figures are too often 
forgotten by the average writer. Writing 
them, over and over again as shorthand is 
practiced, should be part of the practice pro- 
gram of every writer who hopes to become 
a competent, all-round reporter 


evel 


facile and distinctive. 


still, there 
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Wuo’s WHO IN SHORTHAND SPEED 


Canadian girl wins Diamond Medal 
Detroiter also scores 
Reports EXAMINER A. A. BOWLE 





Cora Schneider 


ISS < ORA SCHNEIDER is a good 


ly umple of a shorthand writer who 
tays or » job until she wins the 200 
word award. After qualifying on the 175- 
rd test, she continued in training, bent on 


winning the Diamond Medal. ‘Her pur- 
pose is now accomplished, and we welcome 
this young lady with pleasure as she joins 


the ranks of Experts. 


AT. high school Miss Schneider took a 
illege-preparatory course with no com- 
cial work, but soon after graduation 
she entered the Detroit Commercial Col- 
lege, where she was esigiie to short- 
hand symbols and taken up the high road 
to shorthand speed by Mis s Lola Maclean 
und Miss Josephine Rankin —eminent teach- 
ers in the art of shorthand writing 

For five years Miss Schneider held a 
hookkeeping job with an oil refinery, then 
took a stenographic position with General 
Motors Corporation. During this time she 
attended the college and became the rapid 
and accurate shorthand reporter that she 
is today. 

“It has taken a long time to get the 
‘200’,” she says, “but it has been well worth 
the time spent.” 

Cora Schneider is one of the most 
distinguished graduates of Detroit Com- 
mercial—a product of the Day School in 
secretarial science and of the Evening 


Mabel Moss 


School in shorthand reporting. She has 
to her credit not only the winning of the 
1937 championship of the College in ac 
curacy and artistry in writing shorthand, 
but the 1938 typewriting championship of 
the Evening School. She had typed 80 
words a minute without error, on a fifteen- 
minute test 

Because of her other interests, Cora con 
siders shorthand as her hobby and not her 
“job.” Golf and ice skating are her sum- 
mer and winter sports 

Her namesake, House Committee re- 
porter Al Schneider, who has a world’s 
shorthand championship to his credit, is 
also a golf fan. Can’t be just that it runs 
in the name, for golf and tennis are great 
favorites with many of our Medalists. 

For the past year Miss Schneider has 
been a member of the shorthand reporting 
staff of one of the largest official report- 
ing concerns in Detroit. She is now em- 
ployed daily as a reporter in the Wayne 
County Circuit Court 


CLIPPING from a Toronto news- 
paper shows the picture of a bright, 
smiling young lady who knows how 
to use her fountain pen and shorthand out- 
lines. Miss Mabel Moss (it is she above, 
gracing the head of this column) is the 
first Canadian girl to receive the much- 
coveted Gregg Diamond Medal awarded 
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Vengeanee Within Your Reach 


By MARCIA WINN 
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Eprror’s Note 


Impelled to research by a recent case in court, Miss Winn unearthed a wealth of interesting and 
amusing data on obsolete laws—old, but still on the books and still good—with which any prankster 
can get revenge on anyone who has incurred his ill will. She wrote up some of her “finds” in the 
newspaper column she conducts. Unfortunately the clipping as sent to us did mot give us the name of 
the paper, but we are sure the publishers will forgive us for passing on the above extracts for your 
entertainment, uncredited. 
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Novelty Plants for a Song 
By DALE R. Van HORN 


From the “Woman,” as condensed 
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The Spirit of Christmas 


From “The Friendly Adventurer” 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Eleven of the Manual 
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Graded Letters 


By A. E. KLEIN 
For Use with Chapter Twelve of the Manual 
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An Unusual Girl 


tn almost unbelievable experience 
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| With a Background of Failure 


From the “KVP Philosopher” 
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Aetual Business Letters 


Seasonal Reminders 
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